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ATTACHMENT V
Training Provider Self Registration in OKlobMatch

This guide will demonstrate how training organizations that are new to the Oklahoma’s ETPL may register for a
provider account in OKJobMatch.com for the first time. From here, the provider will be able to begin submitting
training programs to be considered for inclusion on the ETPL.

1. Navigate to OKJobMatch.com. At the top of the header next to “Training Providers” click the down
arrow then “Create an Account”:

Job Seekers Employers *~  Training Providers. Contact Us

@, Search for Programs

Create an Accoun@

Login

Username (required)

Password (required)

Show

Forgot Password or Username?
Use Reset Code

one now!  Job Seekers Employers Training Providers

2. Next, you'll enter your organization’s FEI number to make sure your organization is not already
registered on OKJobMatch:

Job Seekers .~ Employers Training Provid

Create Training Provider Account

If you are a Training Provider, enter your FEIN and click Search. If you are an Apprenticeship (RA) Sponsor, click
Apprenticeship Sponsor, enter your RA Number, and click Search.

UCILILPAJGLEIE  Apprenticeship Sponsor Are you a Job Seeker

looking for training?

Create a Job Seeker
FEIN (required) Account

13-1234566

Your Federal Employment Identification Number is 9 digits.

1" OKLAHOMA
d works,
A proud partner of the amera}}obcenter'nelwurK

The Oklahoma Office of Workforce Development is an equal opportunity employer/program.
Auxiliary aids and services are available upon request to individuals with disabilities.
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3. Since the school is not already registered click, “Add a New Provider”:

latch Job Seekers -~ Employers \~  Training Providers *~

Provider Lookup Results

Any training providers with a matching FEIN are listed below. To add a user account to an existing training
provider, click the provider name. To create a new training provider, click Add Provider.

o There are currently no training providers with this FEIN.

+ Add a New Provider

W

4. Onthe next screen agree to Eligible Training Provider Assurances:
|

ch Job Seekers ~~ Employers .~  Training Providers -~

OKJobMatch - Eligible Training Provider - Assurances
u Please review the information below.

The training provider assures that it and all its employees respansible for providing training services, will comply fully
with all nondiscrimination and equal opportunity provisions of the laws listed below:

« WIOA Section 188, which prohibits discrimination against all individuals in the United States on the basis of race,
color, religion, sex, national origin, age, disability, political affiliation, or belief, and against beneficiaries on the basis of
either citizenship/status as a lawfully admitted immigrant authorized to work in the United States or participation in
any WIOA Title | financially assisted program or activity;

= Title VI of the Civil Rights Act of 1964, as amended, which prohibits discrimination on the basis of race, color, and
kanona\ origin;

» Section 504 of the Rehabilitation Act of 1973, as amended, which prohibits discrimination against qualified individuals
with disabilities;

» The Americans with Disabilities ACT (ADA) of 1990 which prohibits discrimination against qualified people with
disabilities based on disability;

5. Enter the required information. Once the appropriate fields have been entered click “Continue”:
|

itch Job Seekers .~ Employers Training Providers

Create Training Provider Account

u To create your training provider account, please answer, at minimum, all required information.

Account Information

Username (required)

i providerexample92
View Saved Logins annot contain spaces or special characters.

Password (required)

Show
-
Your password must be between 9 and 128 characters and can include letters, numbers, and special characters.
Passwords are case sensitive.

Password Confirmation (required)

Show

Security Question (required)




6. The application for a new provider account is now complete and awaiting approval by the state’s ETPL
Administrator. From this screen, the new provider is able to submit programs for ETPL consideration:

Hi, Provider # Home @& My Provider Profile |

Provider Example
Supplementary Documents

P Provide any supplementary documents (e.g., proof of accreditation, licensing, disability accomodations, etc.). You may upload uj
PDF, PNG, or JPG files, and each file must be no larger than 10 MB. You may also skip this step.

() EditProvider
Details

(> W supplementary Select Files to Upload
Documents

@ Credentials

Description (required)
@ Debarment 10 MB maximum file size, PDF, PNG, JPEG only

(®) Accreditation &
Financial Aid
(6) Manage Programs

Add Program © Add Another File

Upload

Note: While the account awaits approval, only one program may be submitted; once the state’s ETPL
Administrator has approved the provider additional programs may be submitted.



